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19 Jamary 1955

MEMCRANDUM FR: Director of Training

SUBJECTs Refresher Training in Oral Presentation
for OTR Instruoctors

25X1A Aoting upon your verbal approval of the project to use
to offer an instructor irmrovement oourse,

have oompleted the following arrangements,

"1, The objentive of the course is to enhance the ei'fectivunosas
of OTA employees in the organisation and oral presentation of
instruotion,

2, The first rmmning will oonsist of eight 2-hour sescions,
to be oonducted from 1000 to 1200 howrs on sucgessive Friday
mornings, beginning 21 Jamuary. The class will meet in Room 22(R,
Wing B, Aloott Hall, "

3. The proposed oontent of the oourse is as follows, subjeot
to some modifioation if the noeds of the class so indiocate:

a. Thrve sesnions devoted to leoturing techniques,
wvith attention particularly tos

(1) organismation of material, and use of
different types of mmterisl;

(2) oalarity of langusge;

(3) techniguas of getiing and retaining audience
intorest;

(4) platform manner;

(5) developing awareness of audience response,
and a sense of comammiocation;

(6) individual analysis of voioe and speech
characteristios,
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b, Twvo sessions on techniques of conferunce and
seminar leadership,

g 0. Throe sonsions devoted to practios in presentation,
emphasising performanos, oritiques, and more
auatioce,
25X1A
L. The oost of the ocurse will be $320.00,
sxirting contragt has been amended to include this additional
service. Fumie are available, under Allotment Ko, 5-1556.30, '
5. Hembership in the firet rumning will be limited to
tvelve peopls, sslected by tie S8chool Chiefs, The list finally
arroed upon is as follows:
; 25X1A
1 Operations 8chool
¥ Basio 8chool -
>
25X1A
fretitomon Scost - I
i
e IZT Sahool - -
& :

6., In addition to these tuelve nomes, the following other |
nominations were originally subteitted and were subsoquently

withdrawns
25X1A

In each oane, reason for withdrawal wvas lack of availability ;
to at'end all sessions, and the hope was exprescod that all oould
be inoluded in subsequent mmnings. In view of tre lintted sise
of the olass, I storped soliciting nominations at this point and
nooopt;d the decisions of the Bohool Chiefs as reflected in
m. .m,..

7. Anyone who 1s interented may visit the class as an B

‘ auditor,
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8. S5inoe this course is entirely oral, and its value will
dopmdlugolynponthonkﬂloftbomtmcwmwuam
ocorrective action with respect to each individual participent,
evaluations in this first ﬂ will be left to N 25X1A
I will discuss with any acticn he may wish to take
ooncerning the later development of course prooedures,

25X1A

Chief, Basic School
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8 Soptomber 1955

MEMORANDUM FOR:  School and Staff Chisfs, Office of Training
SUBJECT : Course in Effoctive Speuking for OFR Personnol

25X1A

25X1A 1 On three ocsacions during the pust yoar

has offered a short course in Effective Speaking for
persormel of the Office of Training., The results have demonstratod
that tide training is ¢ highly useful mouns of improving the
capabilities of instructors, or occasional spcakers, in the
crganization and oral presentaticn of triining material.

25X1A 2, Arranpements have beon rodo through the Desi: School forr

to coniuct another course “his auturn, apain for
nerbers of this Cffice. It will corsist of ecipht 2-hour secalons,
to be conducted from 1000 to 1200 hours on successive Friday
rornings, boginning 7 Octeber. Tho class will mext i1 Reom 213,
R&S Building,

3. Epphasic in th2 course f8 on locturing tochniquecz,
including the organiz-lion anl use of di:'ferent types of mteriel,
and some attontion 1s piven to technioues of lesding wroup
discussicns., The course method strosses deronstration, rractice
eni critiques, with in’iividuial analysisz of voice and speach
charactoristics, Memburship 4n the class will Le limited tc
tvelve porsons, £o that eachk individunl imy perticipate us fully
as rossible,

4. Please bring { i coursc to the attention of your

respective gtaffe, and notify to the Registrar, by 4 Jctobor 1955,
the names of thooe porsons whom vou wish to enroll in it.

25X1A

f. TSt Bamo I I
Diractos of Training \

Ly
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